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1.  PURPOSE 


The  Department  of  Highways  recognizes  the  need  to  maximize 
human  resources  (FTE)  as  any  other  department  resource.  The 
Highway  Department  has  over  1900  FTE  providing  thousands  of 
different  services  in  various  programs. 

With  the  advent  of  Vacancy  Savings,  the  department  realized 
it  needed  a  tool  to  manage  FTE  and  stay  within  legislative 
budget  restrictions.  The  department  needed  to  identify 
unused  personal  services  hours  and  dollars  in  order  to 
evaluate  requests  for  additional  FTE.  We  must  utilize 
existing  manpower  resources  before  asking  the  legislature 
for  more  FTE. 

The  Centralized  Services  Division  designed  a  Lotus  1-2-3 
spreadsheet  application  for  this  need.  The  goals  of  this 
system  are  simple: 

1.  Provide  additional  positions  within  the  Department 
of  Highways  by  combining  portions  of  unutilized 
positions  without  increasing  the  overall 
department  FTE  level. 

2.  Transfer  positions  between  programs  in  the 
department  depending  on  changing  needs  and 
legislative  directives. 

3 .  Provide  a  mechanism  to  fund  vacancy  savings  in 
each  area  without  adversely  affecting  the 
operations  of  areas. 

4.  Provide  a  mechanism  to  enhance  the 
Payroll/Personnel/Position  Control  System  (PPP) 
that  allows  managers  to  analyze  expected  personal 
services  costs.  The  existing  PPP  reports  only 
reflect  a  current  status  of  positions  and  require 
extensive  manual  calculations  to  project  costs. 

Once  each  center's  manager  completes  the  CMPES  spreadsheet, 
the  Budget  Section  compiles  the  information  by  program.  With 
this  information  the  department's  upper  management  can 
allocate  human  resources  to  meet  service  levels  directed  by 
the  legislature. 


2.  REFERENCES 

Lotus  1-2-3  Release  2.2  Reference  manual. 

Financial  Management  Bureau  -  Budget  Section,  Helena, 

Montana. 
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CMPES  MENU  SYSTEM 

The  CMPES  menu  system  is  a  tool  to  assist  users  through  the 
spreadsheet.  Precautions  were  taken  to  protect  the  menu 
system  and  fields  containing  formulas.  A  knowledgeable  Lotus 
user  can  gain  access  to  these  portions  of  CMPES.  If  the 
fields  or  formulas  change,  we  can  not  guarantee  the  accuracy 
of  the  system. 

The  following  sections  define  each  menu  and  its  options  in 
detail. 


3.1  Main  CMPES  Menu 

Gain  access  to  the  main  CMPES  menu  by  entering  Lotus  1-2-3. 
Enter  the  following  Lotus  command  to  define  the  location  of 
your  CMPES  spreadsheets. 

/Pile  Directory      (location  of  spreadsheet,  EX:  A:\) 

Retrieve  the  CMPES  spreadsheet  with  the  following  commands. 

/File  Retrieve       (Choose  the  desired  file  and  press 

the  Return  key. ) 

The  CMPES  menu  appears  when  the  spreadsheet  comes  up  on  the 
screen.  Refer  to  the  Lotus  1-2-3  Reference  manual  for 
further  details  on  Lotus  commands. 

The  following  exhibit  shows  the  Main  CMPES  Menu.  Choose  an 
option  by  either  entering  the  first  character  of  the  option 
or  moving  the  cursor  to  the  option  and  pressing  the  return 
key.  The  Summary,  History  and  Change  options  take  you  out  of 
the  menu  system.  Press  the  Alt  and  M  keys  together  to  return 
to  the  Main  CMPES  Menu  after  viewing  or  changing  a  section 
of  the  spreadsheet. 


Main  CMPES  Menu 


Summary  History  Changes  Print  File  Exit 
Goto  Summary  screen  . . . 


17-OCT-90       11:40AM  CMD 
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3.1.1  Sximmary  Goto  Summary  screen 

The  Summary  screen  provides  a  summarization  of  history  and 
the  projected  changes  for  both  dollars  and  hours.  This 
screen  allows  the  input  of  overtime,  differential  and  other 
expenses.  These  fields  affect  unallocated  salaries.  The 
following  example  shows  the  layout  of  the  summary  screen 
Use  the  arrow  keys  to  move  around  this  screen. 

Press  the  Alt  and  M  keys  at  the  same  time  to  return  to  the 
menu  system.  This  enables  you  to  work  with  the  other 
sections  of  the  spreadsheet. 
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DATE:   09/28/90 
TIME:   10/52  AM 


CONSOLIDATED  MANPOWER  ESTIMATING  SYSTEM 
SUMMARY  REPORT 
Control  Variable:   11111 


PROJECTED  CHANGES 


Change  Screen: 

Payout: 

Overtime: 

Differential: 

Other: 


Total: 


(5,921) 
651 
1,000 


(4,270) 


Comments: 


19-OCT-90  07:53  AM 


PROJECTED  RESULTS 


Unallocated  Salaries:  (6,508) 
Budget  Over/Under  run:   2,431 
Total  Proj.  Changes:   4,270 


PROJECTED  UNALLOCATED: 


193 


Suimary  Screen 
I      J 


FY  Beginning:  07/01/90 

FY  Ending:  06/30/90 

Pay  Period:  07/27/90 

PROJECTED  FREE  HOURS 


Unallocated: 
Change: 

Sub-Total: 
Payout: 

Total: 


•1927 
1992 

65 
-49 

16 


PROJECTED  CHANGES 

Change  Screen:  This  variable  comes  from  the  Change 
screen.  It  is  the  sum  of  the  total  projected  changes  in 
dollars.  A  negative  number  reduces  the  amount  of 
dollars  needed.  A  positive  number  increases  the  dollars 
needed. 

Payout:  When  an  employee  plans  to  terminate  the  Change 
screen  estimates  the  dollars  to  payout  for  annual 
leave,  sick  time  and  FLSA  comp  time.  The  sum  of  the 
payouts  is  passed  from  the  change  screen  to  the  summary 
screen.  This  value  increases  the  need  for  dollars  as 
indicated  by  a  positive  number. 

Overtime:  This  field  allows  you  to  input  the  change  in 
dollars  needed  for  overtime.  A  positive  number 
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indicates  the  need  for  additional  dollars.  A  negative 
number  indicates  the  need  for  a  reduction  of  dollars. 
This  will  effect  unallocated  salaries  accordingly. 

Differential:  This  field  allows  you  to  input  the  change 
in  dollars  needed  for  differential.  A  positive  number 
indicates  the  need  for  additional  dollars.  A  negative 
number _ indicates  the  need  for  a  reduction  of  dollars. 
This  will  effect  unallocated  salaries  accordingly. 

Other:  Occasionally  ,  a  position  must  have  its  budget 
adjusted  for  some  reason  other  than  the  options 
available  on  the  change  screen.  For  example,  a  person 
employed  but  not  working  due  to  an  industrial  accident. 
Not  all  of  the  budget  for  this  position  is  utilized.  We 
need  to  know  the  effect  this  has  on  the  unallocated 
salaries.  Input  the  dollar  amount  in  the  other  field.  A 
positive  number  increases  unallocated  salaries.  A 
negative  number  decreases  unallocated  salaries. 
Comments  are  required  in  the  comment  field  to  explain 
"Other"  values. 

Comments:  This  field  allows  the  entry  of  three  lines  of 
comments. 


PROJECTED  RESULTS 

Unallocated  Salaries:  This  field  reflects  the 
difference  between  projected  budget  needs  and  the 
personal  services  authorized.  The  number  comes  from  the 
Position  Control  Report  (PCR) .  A  negative  number 
indicates  that  the  budget  needs  are  greater  than 
authorized  personal  services. 

Budget  Over /Under  run:  When  the  budgeted  value  for  a 
position  exceeds  or  falls  short  of  the  projected  budget 
needs  by  5%  or  more,  the  difference  is  entered  here. 
The  history  data  is  used  to  calculate  this  value.  A 
positive  number  indicates  an  over  run.  A  negative 
number  indicates  an  under  run. 

Total  Proj.  Changes:  This  number  comes  from  the  sum  of 
the  Projected  Changes.  The  sign  is  switched  from  the 
previous  column  to  indicate  the  effect  on  unallocated 
salaries.  A  positive  number  increases  while  a  negative 
number  decreases  unallocated  salaries. 

PROJECTED  UNALLOCATED:  The  sum  of  the  previous  three 
fields  gives  you  the  projected  unallocated  salaries.  If 
this  number  is  negative,  you  need  to  come  up  with 
dollars  in  one  of  the  following  manners: 

1.  Leave  a  position  vacant  for  period  of  time. 

2.  Hold  off  on  a  reclassification. 

3 .  Borrow  from  another  center  in  your  program  that 
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has  a  surplus, 


PROJECTED  FREE  HOURS 

Unallocated:  Actual  hours  used  to  date  compared  against 
the  budgeted  hours  to  date  calculates  this  number.  A 
negative  number  represents  an  over  run  in  budgeted 
hours.  A  positive  number  represents  a  surplus  in  hours. 

Change:  Most  changes  on  the  change  screen  affect  hours. 
The  sum  of  the  hours  changed  is  passed  to  this  field.  A 
positive  number  indicated  an  increase  in  unallocated 
hours.  A  negative  number  reduces  the  unallocated  hours. 

Payout:  When  a  person  terminates,  the  payout  affects 
hours.  The  number  comes  from  the  sum  of  the  Payout 
Hours  field  on  the  change  screen.  The  sign  is  switched 
between  the  change  screen  and  the  summary  screen  to 
show  the  affect  on  Unallocated  Hours.  If  hours  become  a 
problem,  the  budget  section  can  submit  a  request  to  D 
of  A  to  reclaim  payout  hours. 

3.1.2  History  view  History  screen  ... 

The  History  screen  reflects  the  history  of  all  positions 
within  a  control  variable  for  a  given  pay  period.  All  the 
information  on  this  screen  comes  from  the  Payroll  Personnel 
Position  Control  System  (PPP)  with  the  exception  of  Error 
Code,  Hours  Saved  and  Budgeted  Over /Under.  These  three 
fields  calculate  based  on  the  other  historical  information. 

The  following  page  shows  the  history  screen.  The  field 
definition  follow  the  exhibit. 

Move  around  the  History  screen  with  the  arrow  keys  to  view 
an  item.  Press  the  Alt  and  M  keys  at  the  same  time  to  return 
to  the  menu  system.  This  enables  you  to  work  with  the  other 
sections  of  the  spreadsheet. 
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POSITION  NUMBER  -  Number  given  by  an  agency  and  approved  by 
the  Department  of  Administration  for  a  particular  position. 
Aggregate  positions  frequently  have  more  than  one  FTE.   An 
aggregate  position  number  starts  with  9  and  is  greater  than 
9000, 

F/V  -  The  position  status  is  either  filled (F)  or  vacant (V) . 

FTE  -  Full  time  equivalent (FTE)  is  1  for  a  person  that  works 
full-time.  A  fractional  FTE  implies  a  part-time  position. 

EMPLOYEE  NAME  -  The  name  of  the  person  filling  a  position. 
The  employee  name  field  is  blank  for  aggregate  positions. 

PAY  PLAN  -  There  are  two  different  pay  plans  utilized  by  the 
Department  of  Highways,  60  and  62.  60  designates  white 
collar  and  62  designates  blue  collar.  The  PPP  Users  Manual 
explains  the  pay  plans  in  more  detail. 

GRADE  -  Each  position  has  a  classification  or  grade.  The 
grade  matches  up  to  the  pay  plan  to  calculate  wages. 

STEP  -  Each  grade  has  different  levels  called  steps.  This  is 
the  current  step  of  the  employee. 

INCR  -  The  number  of  longevity  increments  the  employee  has. 
An  employee  receives  one  increment  for  each  five  years  of 
service. 

BUDGETED  WAGES  -  This  is  the  dollar  amount  budgeted  for 
salary  for  each  position. 

BUDGETED  LONG  -  This  is  the  dollar  amount  budgeted  for 
longevity  for  each  position. 

BUDGETED  BENEFITS  -  This  is  the  dollar  amount  budgeted  for 
benefits  for  each  position. 

BUDGETED  HOURS  -  This  is  the  hours  budgeted  for  each 
position. 

EXPENDED  WAGES  -  Wages  expended  for  each  position  up  to  the 
current  pay  period. 

EXPENDED  LONG  -  Longevity  expended  for  each  position  up  to 
the  current  pay  period. 

EXPENDED  BENEFITS  -  Benefits  expended  for  each  position  up 
to  the  current  pay  period. 

EXPENDED  HOURS  -  The  hours  expended  for  each  position  up  the 
current  pay  period. 

ACCUMULATED  VACATION  HOURS  -  The  hours  each  employee 
accumulated  for  vacation.  This  value  is  used  to  compute 
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payout  when  an  employee  terminates. 

ACCUMULATED  SICK  HOURS  -  The  hours  each  employee  accumulated 
for  sick  time  after  1971.  This  value  is  used  to  compute 
payout  when  an  employee  terminates. 

ACCUMULATED  FLSA  COMP  HOURS  -  The  hours  each  employee 
accumulated  for  FLSA  comp  time.  This  value  is  used  to 
compute  payout  when  an  employee  terminates. 

ERROR  CODE  -  An  error  code  can  be  generated  during  the 
transfer  between  the  PPP  system  and  the  CMPES  spreadsheets. 
The  following  define  each  error  code: 

1.  The  status  of  a  position  is  filled  without  a 
person. 

2.  The  person  is  in  zero  default. 

3.  Accumulated  annual  leave,  sick  time  and  FLSA  comp 
time  are  missing  for  a  person. 

If  one  of  these  errors  occurs,  the  budget  section  tries  to 
correct  them.  Occasionally  one  slips  through.  Contact  the 
Budget  Section  to  get  the  problem  fixed. 

HOURS  SAVED  -  The  number  of  hours  not  utilized  from  the 
beginning  of  the  fiscal  year  to  the  pay  period  ending  date. 
This  number  is  computed  by  calculating  the  number  of  hours 
the  position  should  use  and  subtracting  the  actual  hours 
expended.  A  positive  number  indicates  a  surplus.  A  negative 
number  indicates  a  shortage. 

BUDGET  OVER/ UNDER  -  The  projected  expenditures  for  a 
position  exceed  or  fall  short  of  the  budgeted  value  by  5%  or 
more.  This  value  calculates  by  estimating  the  total  dollars 
needed  for  a  position  at  the  historical  grade,  step, 
increment  and  FTE.  Compare  the  result  to  the  budgeted 
values.  A  positive  number  indicates  an  over  run  or  a  need 
for  more  dollars.  A  negative  number  indicates  an  under  run 
or  a  surplus  of  dollars. 

This  variable  affects  unallocated  salaries.  The  value  will 
change  to  zero  when  you  enter  a  change  for  the  position  on 
the  change  screen.  The  change  screen's  calculations 
compensate  for  this  difference. 
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3.1.3  Change   Change  position  information  ... 

The  change  screen  provides  a  means  for  estimating  future 
changes  to  positions  within  a  control  variable.  This 
includes  the  following: 

1.  Filling  a  vacant  position; 

2.  Vacating  a  position; 

3.  Vacating  and  refilling  a  position; 

4.  Double  filling  a  position; 

5.  Reclassifying  a  position; 

6.  Adjusting  aggregate  positions. 

The  following  fields  allow  input  for  permanent  positions: 
Why  Vac;  Date  Vacated;  Change  date;  FTE;  Employee  Name; 
Grade;  Step;  Incr.  Aggregate  positions  allow  input  in  all 
fields  except  Totals.  Each  field  for  an  aggregate  position 
is  calculated  by  hand. 

The  example  on  the  next  page  shows  the  Change  screen.  Each 
field  definition  follows  the  example. 

Move  around  the  Change  screen  with  the  arrow  keys.  To  enter 
a  value  into  one  of  the  input  fields,  move  to  the  field. 
Enter  the  desired  information  and  press  the  return  key. 
Press  the  Alt  and  M  keys  at  the  same  time  to  return  to  the 
menu  system.  This  enables  you  to  work  with  the  other 
sections  of  the  spreadsheet. 


01/11/91  Page:  9 


3 


o  < 


3:: 


s 


s 

3 


<  Q.  UJ 

z  >  ca 

O         fVJ 

ui-  *-»   O  O 

z  c  o  z 

—  OP  o-  o 

S   O  -I 


-o 


«    O  00 

3   O  UJ 

— .  O  13 

■o  o-  < 

<  0>  3 


O   < 

-J  cc: 


^ 
3 


—       »-       (J 


e/)  UJ  .. 

UJ  oe  <u 

u  — • 

a:  00  ^ 

UJ  (Q 

3  UJ  — 

O  u  1- 

o 


I-  c 
<  o 
o       u 


>-  ►- 
<  < 
a.  oe 


V-  </)  «- 

5  a:  in 
<  -O 

>■  —1 

<  zi 
a.  O 

Q 


<n  Q  (\j 

QC    UJ   0> 


-J  (\l 


Z  I-  N. 

^  —  00 

u.  O 

</>  UJ    >-' 

UJ  z 

U  UJ 

Z  CD 


t3  (O 

z 
o 


CO  r^ 

UJ   M 


a 

g 


3 


<  < 

5° 


s 


o 


f 


5: 

I 

I 


OOinOO-OOOOOOO*—   o 


OOr-oOu-tOOOOOOOOOOOO 


go 


o^oooooool^JO 


0000 

INJ  00 


o  o 
o  o 
o  o 


00  o 
m  o 
o  o 


O    CO 

o  in 


OOOOOOvtOOOO 

ooooooeooooo 
ooooooooooo 


00000000000000000 


o  o 

8§ 


M  O 


O  "J- 


ooooooeooooo 

OOOOOOfOOOOO 

ooooooooooo 


o  o  r»^  o  o  rw  o 


0000000000 


OOOOOOOOOOOO'-OOOO 


OOOOOOOOOOOOOsOOOO 


oooooooooooorjoooo 
•O  in        o 


oop^ooinooooooo^o 


s 


0000 


oosoocoooooooruoooo 


OOf\JOO»-00000000000 


oo^oo^oooooor^oooo 
u^  »-  ^O 

•-  o  o 


o>  o 


5 

m 


<NJ 


s 


o     -8 

o 

^   -8 


s 


CD 


■o 
o 

-8 


4) 


a 


z 


s 


♦-CMrt^in'^N.COOOw-fMi 


«    r^  «    «    « 
■'J'  irt  ^  ^.  ^- 


g 


^«VJIO>*kn'ON.«0>0»-(S»W^lA4N.«0> 


s  fc  5  &  s  R  a  a  a  !Q  s  Ri  s  a 


POS.  NUMBER  -  Number  given  by  an  agency  and  approved  by  the 
Department  of  Administration  for  a  particular  position. 
Aggregate  position  numbers  start  with  9  and  are  greater  than 
9000,  This  number  corresponds  to  the  position  number  on  the 
History  Screen.  A  negative  position  number  indicates  the 
position  is  vacant. 

WHY  VAC  -  The  why  vacant  code  defines  the  plan  for  the 
position.  This  field  is  required  when  a  question  mark  is 
displayed.  Enter  one  of  the  following  codes  over  the  "?". 

A.  Position  to  be  filled  pending  advertising  and 
selection  process. 

B.  Position  to  be  filled  to  meet  seasonal  needs. 

C.  Position  or  FTE  to  be  transferred. 

D.  Position  to  be  reclassified. 

E.  Position  vacant  to  achieve  vacancy  savings. 

F.  Position  vacant  to  make  up  retirement  pay. 

G.  Position  vacant  due  to  project  delays. 

H.    Position  vacant  due  to  reduction  in  work. 

ACT  -  This  field  defines  what  action  to  take  on  a  position. 
Enter  one  of  the  following  codes  for  a  changing  position. 

A.  Aggregate  position  adjustment. 

B.  Terminate  and  refill  a  position. 

C.  No  payout  termination  &  refill  a  position. 

D.  Double  fill  a  position. 

F.  Fill  a  vacant  position. 

N.  No  payout  termination. 

R.  Reclassify  a  position. 

T.  Terminate  a  person. 

DATE  VACATED  -  Enter  the  date  vacated  only  if  it  occurs 
after  the  pay  period  ending  date.  This  is  the  estimated  date 
a  person  plans  to  terminate.  Precede  the  date  with  a  quote 
mark  (').  The  format  of  the  date  is  'mm/dd/yy. 

CHANGE  DATE  -  Enter  the  date  when  the  position  changes.  For 
retroactive  changes,  enter  a  date  before  the  pay  period 
ending  date.  Precede  the  date  with  a  quote  mark  (').  The 
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format  of  the  date  is  'mm/dd/yy. 

FTE  -  Full  time  equivalent (FTE)  is  1  for  a  person  working 
full-time.  A  fractional  FTE  implies  a  part-time  position. 
Enter  the  FTE  for  the  changing  position. 

EMPLOYEE  NAME  -  This  is  an  optional  field.  If  available, 
enter  the  employee's  name  affected  by  the  change. 

GRADE  -  Each  position  has  a  classification  or  grade.  The 
grade  matches  up  to  the  pay  plan  to  calculate  wages.  Enter 
the  grade  level  for  the  change.  The  range  of  grades  is  1  to 
25. 

STEP  -  Each  grade  has  13  different  levels  called  steps. 
Enter  the  step  for  the  changing  employee. 

INCH  -  The  number  of  longevity  increments  the  changing 
employee  has.  An  employee  receives  one  increment  for  each 
five  years  of  service. 

WAGES  -  The  change  in  wages  is  a  calculated  value.  The  value 
represents  the  difference  between  budgeted  wages  and 
expended  wages  plus  future  wage  needs.  The  following 
formulas  calculate  the  change  in  wages. 

HF  =  History  FTE. 

HR  =  History  Hourly  Pay  Rate. 

PC  =  Hours  between  Pay  Period  Ending  Date  and  the 

Change  Date. 
PV  =  Hours  between  Pay  Period  Ending  Date  and  Vacated 

Date. 
CF  =  Change  FTE. 
CR  =  Change  Hourly  Pay  Rate. 

CE  =  Hours  between  Change  Date  and  Fiscal  Year  End. 
EW  =  Expended  Wages  Year-To-Date. 
BW  =  Budgeted  Wages. 

Reclassification; 

Change  in  Wages  =  {HF*HR*PC)  +  (CF*CR*CE)  +  EW  -  BW 
Other  ChanQes; 

Change  in  Wages  =  (HF*HR*PV)  +  (CF*CR*CE)  +  EW  -  BW 


LONG  -  The  change  in  longevity  is  a  calculated  value.  The 
value  represents  the  difference  between  budgeted  longevity 
and  expended  wages  plus  future  wage  needs.  The  following 
formulas  calculate  the  change  in  longevity. 

HF  =  History  FTE. 

HL  =  History  Longevity  Increment. 

HR  =  History  Longevity  Rate. 
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PC  =  Hours  between  Pay  Period  Ending  Date  and  the 

Change  Date. 
PV  =  Hours  between  Pay  Period  Ending  Date  and  Vacated 

Date. 
CF  =  Change  FTE. 

CI  =  Change  Longevity  Increment. 
CR  =  Change  Longevity  Rate. 

CE  =  Hours  between  Change  Date  and  Fiscal  Year  End. 
EL  =  Expended  Longevity  Year-To-Date. 
BL  =  Budgeted  Longevity. 

Reclassification; 

Change  in  Longevity  =  (HF*HL*HR*PC)  +  (CF*CI*CR*CE)  +  EL  -  BL 
Other  Changes; 

Change  in  Longevity  =  (HF*HL*HR*PV)  +  (CF*CI*CR*CE)  +  EL  -  BL 

BENEFITS  -  The  change  in  benefits  is  a  calculated  value.  The 
value  represents  the  total  wages  plus  the  total  longevity 
times  a  benefits  ratio.  The  following  formulas  calculate  the 
change  in  benefits. 

Benefits  Ratio  = 

Budgeted  Benefits  /  (Budgeted  Wages  +  Budgeted  Longevity) 

BR  =  Benefits  Ratio. 

HF  =  History  FTE. 

HR  =  History  Hourly  Pay  Rate. 

PC  =  Hours  Between  Pay  Period  Ending  Date  and  the 

Change  Date. 
HI  =  History  Longevity  Increment. 
HL  =  History  Longevity  Rate. 
CF  =  Change  FTE. 
CR  =  Change  Hourly  Pay  Rate. 

CE  =  Hours  between  Change  Date  and  Fiscal  Year  End. 
CI  =  Change  Longevity  Increment. 
CL  =  Change  Longevity  Rate. 
EB  =  Expended  Benefits  Year-To-Date. 
BB  =  Budgeted  Benefits. 
PV  =  Hours  between  Pay  Period  Ending  Date  and  Vacated 

Date. 

Reclassification; 

Change  in  Benefits  = 
[ ( (HF*HR*PC)+(HF*HI*HL*PC) )*BR]+[ ( {CF*CR*CE)+(CF*CI*CL*CE) ) *BR]+EB-BB 

All  Other  Actions; 

Change  in  Benefits  = 
[ ( (HF*HR*PV)+{HF*HI*HL*PV) )*BR]+[ ( (CF*CR*CE) +{CF*CI*CL*CE) ) *BR] +EB-BB 
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TOTALS  -  The  Change  in  Totals  fields  is  the  sum  of  the 
change  in  Wages,  Longevity  and  Benefits. 

HOURS  FREED  -  The  number  of  hours  freed  by  a  change  in  a 
position.  A  positive  number  indicates  freed  hours.  A 
negative  number  indicated  more  hours  are  needed.  The 
following  formulas  define  how  to  calculate  this  value. 

LH  =  Hours  between  Pay  Period  Ending  Date  and  Fiscal 

Year  End. 
CE  =  Hours  between  Change  Date  and  Fiscal  Year  End. 
CF  =  Change  FTE. 
VE  =  Hours  between  Date  Vacated  and  Fiscal  Year  End. 

Reclassification; 

Hours  freed  =  0 
Vacant  Position; 

Hours  freed  =  LH 
Double  Fill; 

Hours  freed  =  -(CE*CF) 

Other  Actions; 

Hours  freed  =  If  (VE  >  LH)  or  (VE  =  0) 
Then  LH  -  (CE*CF) 
Else  VE  -  (CE*CF) 

PAYOUT  HOURS  -  The  number  of  hours  used  to  payout  annual 
leave,  sick  time  and  FLSA  comp  time  when  an  employee 
terminates.  The  following  formula  calculates  Payout  Hours. 

VH  =  Accumulated  Vacation  Hours. 

SH  =  Accumulated  Sick  Hours. 

PV  =  Hours  between  Pay  Period  Ending  Date  and  Vacated 

Date. 
HF  =  History  FTE. 
FH  =  Accumulated  FLSA  Comp  Hours. 
VR  =  Vacation  Hourly  Rate. 

Payout  Hours  =  VH  +  [ (SH+(PV*0.46*HF) ) /4]+FH+(VR*PV*HF) 

PAYOUT  DOLLARS  -  The  dollars  an  employee  is  paid  when 
vacating  a  position  for  accumulated  annual  leave,  sick  time 
and  FLSA  comp  time.  The  following  formula  calculates  the 
dollars  payout. 

Benefits  Ratio  = 

Budgeted  Benefits  /  (Budgeted  Wages  +  Budgeted  Longevity) 
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BR  =  Benefits  Ratio. 

HR  =   History  Hourly  Pay  Rate. 

PH  =  Payout  Hours. 

HI  =  History  Longevity  Increment. 

HL  =  History  Longevity  Rate. 

Payout  Dollars  =  (HR*PH)+(HL*PH*HI )+[BR* ( (HR*PH)+(HL*PH*HI ) ) ] 

PAY  RATE  -  The  pay  rate  comes  from  the  hourly  pay  scale 
based  on  the  change  screen's  grade  and  step. 

LONG  RATE  -  The  longevity  rate  comes  from  the  hourly 
longevity  scale  based  on  the  change  screen's  grade  and  step. 

306  INFORMATION  -  The  306  wages,  longevity  and  benefits  are 
calculated  values.  Based  on  the  history  and  changes,  they 
provide  the  numbers  needed  to  fill  out  the  PPP  3  06  form. 

306  WAGES  -  The  total  wages  needed  for  the  fiscal  year.  This 
value  computes  with  the  following  formula. 

EW  =  Expended  Wages  Year-To-Date. 

HR  =  History  Hourly  Pay  Rate. 

HF  =  History  FTE. 

LH  =  Hours  between  Pay  Period  Ending  Date  and  Fiscal 

Year   End. 
BW  =  Budgeted  Wages. 
CW  =  Change   in  wages. 
PH  =   Payout  Hours. 
CT  =   Change  Totals. 

Budget  Over/Under  run; 

306  Wages   =   If  vacant   Position     then  EW     Else    {HR*HF*LH) 

Changes; 

306  Wages  =  If  CT  =  0  then  0   else  [BW  +  CW  +  (HR*PH) ] 


306  LONG  -  The  total  longevity  dollars  needed  for  the  fiscal 
year.  This  value  computes  with  the  following  formula. 

EL  =  Expended  Longevity  Year-To-Date. 

HL  =  History  Longevity  Rate. 

HF  =  History  FTE. 

LH  =  Hours  between  Pay  Period  Ending  Date  and  Fiscal 

Year  End. 
HI  =  History  Longevity  Increment. 
BL  =  Budgeted  Longevity. 
CL  =  Change  in  Longevity. 
PH  =  Payout  Hours. 
CT  =  Change  Totals. 
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Budget  Over /Under  run; 

305  Longevity  =  If  vacant  Position   then  EL   Else  (HL*HF*LH*HI ) 
Changes; 

306  Longevity  =  If  CT  =  0   then  0   else  [BL  +  CL  +  (HL*PH*HI)] 


306  BENEFITS  -  The  total  benefit  dollars  needed  for  the 
fiscal  year.  This  value  computes  with  the  following  formula. 

Benefits  Ratio  = 

Budgeted  Benefits  /  (Budgeted  Wages  +  Budgeted  Longevity) 

BR  =  Budget  Ratio. 

EB  =  Expended  Benefits. 

HR  =  History  Hourly  Pay  Rate. 

HF  =  History  FTE. 

LH  =  Hours  between  Pay  Period  Ending  Date  and  Fiscal 

Year  End. 
HL  =  History  Longevity  Rate. 
HI  =  History  Longevity  Increment. 
CT  =  Change  Totals. 
BB  =  Budgeted  Benefits. 
CB  =  Change  in  Benefits. 
PH  =  Payout  Hours. 

Budget  Over /Under  Run; 

306  Benefits  =  If  vacant  position 

Then  EB 
Else  EB  +  [BR  *  ( (HR*HF*LH)+(HL*HF*HI*LH) ) ] 

Changes; 

306  Benefits  =  If  CT  =  0 

Then  0 
Else  BB  +  CB  +  (BR  * ( (HR*PH)+(HL*PH*HI) ) ] 
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3.1.4  Print   **  Print  Options  Menu  ** 

The  Print  option  on  the  Main  CMPES  Menu  brings  up  another 
menu.  This  menu  allows  you  to  print  the  different  parts  of 
the  spreadsheet  or  to  select  a  printer.  You  move  the  cursor 
to  the  desired  selection  and  press  the  return  key  or  press 
the  first  character  of  the  desired  choice  to  select  an 
option.  The  following  example  shows  this  menu  followed  by  a 
description  of  each  option. 


print  Options  Menu 


Printer  Summary  History  Change  All  Quit 
**  Printer  Selection  Menu  ** 


Ol-Nov-90 


02:09  PM 


CMO 


NUM 


Printer   **  Printer  Selection  Menu  ** 

This  option  on  the  Print  Options  Menu  bring  up  a  menu  which 
allows  you  to  choose  a  printer.  The  printer  needs  a  minimum 
capability  of  217  characters  per  line.  The  following  example 
shows  the  Printer  Selection  Menu. 


Printer  selection  Menu 


IBM  LA210  HP  Other  Quit 
IBM  Proprinter  XL  wide  carriage 


Ol-Nov-90 


02:09  PM 


CMD 


NUM 


IBM  -  The  IBM  Proprinter  XL  wide  carriage  printer 
prints  a  maximum  of  240  characters  per  line.  This 
option  sets  the  lotus  setups  for  this  printer.  After 
selecting  IBM,  the  screen  returns  to  the  Print  Options 
Menu. 

LA210  -  The  DEC  LA210  is  a  wide  carriage  printer  with  a 

maximum  of  217  characters  per  line.  This  option  sets 
the  Lotus  setups  for  this  printer.  After  selecting 
LA210,  the  screen  returns  to  the  Print  Options  Menu. 
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HP  -  The  HP  Laserjet  IID  prints  sideways  on  legal 
paper.  The  maximum  width  is  240  characters  per  line. 
This  option  sets  the  Lotus  setups  for  this  printer. 
After  selecting  HP,  the  screen  returns  to  the  Print 
Options  Menu. 

Other  -  The  other  option  allows  you  to  input  the  setup 
string  and  page  length  for  printers  that  are  not 
defined  above.  The  following  two  screens  show  the 
printer  setup  and  page  length  options.  Press  the  Esc 
key  to  erase  the  default  settings  and  enter  the 
information  for  your  printer.  Find  the  setup  strings 
for  your  printer  in  the  printer's  reference  manual. 
When  both  setups  are  entered  the  screen  returns  to  the 
Print  Options  Menu. 


Choose  Printer  setups 

Enter  setup  string:  \027 [4w\027[lz\027[51t 


Ol-Nov-90    02:09  PM 


CMD 


NUM 


Choose  Printer  Setups 


Enter  lines  per  page  (1..100):  51 


Ol-Nov-90 


02:09  PM 


CMD 


NUM 


Quit  -  The  quit  option  on  the  Printer  Selection  Menu 
returns  the  screen  to  the  Print  Options  Menu  without 
changing  printer  setups. 


Svunmary  Print  Summary  Report  . . . 

This  option  from  the  Print  Options  Menu  prints  the  Summary 
report.  When  complete,  the  screen  returns  to  the  Print 
Options  Menu.  Attachment  A  contains  an  example  of  the 
printout. 
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History  Print  History  Report  . . . 

This  option  from  the  Print  Options  Menu  prints  the  History 
report.  When  complete,  the  screen  returns  to  the  Print 
Options  Menu.  Attachment  A  contains  an  example  of  the 
printout. 

Change  Print  Change  Report  . . . 

This  option  from  the  Print  Options  Menu  prints  the  Change 
report.  When  complete,  the  screen  returns  to  the  Print 
Options  Menu.  Attachment  A  contains  an  example  of  the 
printout. 

All  Print  All  Reports  . . . 

The  All  option  prints  the  Summary,  History  and  Change 
reports.  When  complete,  the  screen  returns  to  the  Print 
Options  Menu.  Attachment  A  contains  examples  of  these 
printouts . 

Quit  Return  to  Main  CMPES  Menu  . . . 

The  quit  option  returns  the  screen  to  the  Main  CMPES  Menu. 

3.1.5  FILE  Save  changes  ... 

The  File  option  on  the  Main  CMPES  Menu  saves  the  spreadsheet 
changes.  The  following  screen  displays  to  allow  you  to 
choose  the  default  file  name  or  enter  a  different  name. 


Menu 


Press  the  RETURN  key  after  each  entry. 
Enter  name  of  file  to  save:  A:\RCOOOOO.WKl 
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Press  the  Return  key  to  accept  the  default  file.  Enter  a  new 
name  and  press  the  Return  key  to  create  a  new  file.  If  the 
file  already  exists,  the  following  screen  gives  three 
choices. 

1.  Cancel  -  This  cancels  the  File  option  without  saving 
the  file. 

2.  Replace  -  This  allows  you  to  replace  the  existing 
file  with  the  new  spreadsheet. 
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3 .  Backup  -  This  makes  a  backup  copy  of  the  current 
file  and  replaces  the  existing  file  with  the  new 
spreadsheet.  The  backup  file  name  ends  with  .BAK. 


Menu 

Press  the  RETURN  key  after  each  entry. 

Cancel  Replace  Backup 

Cancel  command  —  Leave  existing  file  on  disk  intact. 


Ol-Nov-90 


02:09  PM 


CMD 


NUM 


3.1.6  Exit   Exit  CMPES  system  ... 

The  Exit  command  on  the  CMPES  main  menu  returns  control  to 
the  lotus  menu  system.  If  changes  were  not  saved  the 
following  screen  displays.  This  screen  gives  you  the  two 
choices: 

1.  No   -  This  returns  you  to  the  main  CMPES  menu. 

2.  Yes  -  This  exits  CMPES  without  saving  changes. 


Menu 


Press  the  RETURN  key  after  each  entry. 

No  Yes 

Worksheet  Changes  Not  Saved!    End   1-2-3   anyway. 


Ol-Nov-90 


02:09    PM 


CMD 


NUM 
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4 .  EXAMPLES 


4.1  Reclassification 

Position  2  got  a  promotion  from  a  grade  10  to  a  grade  11 
effective  10/22/90. 

The  following  fields  must  be  filled  in:  ACT;  CHANGE  DATE; 
FTE;  GRADE;  STEP;  INCR.  The  EMPLOYEE  NAME  field  is  optional 
Enter  the  information  pertaining  to  the  employee's  new 
classification.  The  following  screen  demonstrates  how  the 
Change  Screen  looks  with  this  change. 


AK  AL      AM 


AN 


AO 


AP 


AQ 


CHANGE    SCREEN 
AR      AS  AT 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 


PAY  PERIOD:   09/21/90 


CONSOLIDATED  MANPO 

CHANG 

Control  Var 


DATE      CHANGE 
POS.   WHY       VACATED      DATE 
NUMBER  VAC  ACT  •mm/dd/yy  'tran/dd/yy  FTE  EMPLOYEE  NAME  GRADE  STEP  INCR 


1  * 

2  *    R 

3  * 

4  * 

5  * 

19-OCT-90  09:00  AM 


'10/22/90 


11 


NOTES  I 
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4.2  Termination 

The  person  in  position  3  plans  to  retire  on  12/03/90.  The 
date  to  refill  this  position  hasn't  been  set. 

If  the  person  transferred  to  another  responsibility  center 
or  another  agency,  put  a  "N"  in  the  action  field.  This 
prevents  the  calculation  of  a  payout. 

The  following  fields  must  be  filled  in:  ACT  and  DATE 
VACATED.  The  EMPLOYEE  NAME  field  is  optional.  The  following 
screen  demonstrates  how  the  Change  Screen  looks  with  this 
change. 


AK  AL      AM 


AN 


AO 


AP 


AQ 


CHANGE    SCREEN 
AR      AS  AT 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 


PAY  PERIOD:   09/21/90 


CONSOLIDATED  MANPO 

CHANG 

Control  Var 


DATE      CHANGE 
PCS.   WHY       VACATED      DATE 
NUMBER  VAC  ACT  'mm/dd/yy  'mra/dd/yy  FTE  EMPLOYEE  NAME  GRADE  STEP  INCH 


1  * 

2  * 

3  * 

4  * 

5  * 


T   -12/03/90 


19-OCT-90  09:00  AM 


NOTES ; 
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4.3  Pill 

Jim  Bean  starts  work  in  position  2  on  12/17/90  at  a  grade  12 
step  1  with  zero  longevity  increments. 

The  following  fields  must  be  filled  in:  WHY  VAC;  ACT;  CHANGE 
DATE;  FTE;  GRADE;  STEP;  INCR.  The  EMPLOYEE  NAME  field  is 
optional.  The  following  screen  demonstrates  how  the  Change 
Screen  looks  with  this  change. 
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NUMBER  VAC  ACT  'mm/dd/yy  'mm/dd/yy   FTE  EMPLOYEE  NAME  GRADE  STEP  INCR 


1 
■2 
3 
4 
5 


* 

A 

* 
* 
* 


•12/17/90 


Jim  Bean 


12 


19-OCT-90  09:00  AM 


NOTES ; 


01/11/91 


Page:  2  3 


4.4  Termination/Fill 

On  11/05/90,  the  person  in  position  5  plans  to  retire.  You 
plan  to  refill  the  position  on  12/17/90  with  a  grade  11  step 
2  with  3  longevity  increments. 

If  the  person  terminating  transferred  to  another 
responsibility  center  or  another  agency,  put  a  "C"  in  the 
action  field.  This  prevents  the  calculation  of  a  payout. 

The  following  fields  must  be  filled  in:  ACT;  DATE  VACATED; 
CHANGE  DATE;  FTE;  GRADE;  STEP;  INCR.  Date  Vacated  is  left 
out  if  the  position  was  vacated  before  the  pay  period  ending 
date.  The  EMPLOYEE  NAME  field  is  optional.  The  following 
screen  demonstrates  how  the  Change  Screen  looks  with  this 
change. 
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DATE      CHANGE 
PCS.   WHY       VACATED     DATE 
NUMBER  VAC  ACT  'mm/dd/yy  'mm/dd/yy  FTE  EMPLOYEE  NAME  GRADE  STEP  INCR 


1  * 

2  * 

3  * 

4  * 
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19-OCT-90  09r00  AM 


NOTES; 
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4.5  Double  Fill 

You  need  temporary  extra  help  but  don't  have  a  position.  The 
center  has  extra  dollars  and  hours.  Double  fill  position  1 
on  06/17/91  for  the  rest  of  the  fiscal  year.  The  temporary 
person  is  a  grade  13  step  1  with  zero  longevity  increments. 

The  following  fields  must  be  filled  in:  ACT;  CHANGE  DATE; 
FTE;  GRADE;  STEP;  INCR.  The  EMPLOYEE  NAME  field  is  optional. 
The  following  screen  demonstrates  how  the  Change  Screen 
looks  with  this  change. 
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4.6  Aggregate  Position 

You  need  to  calculate  aggregate  position  changes  by  hand  and 
enter  each  piece  into  the  CMPES  spreadsheet.  The  following 
example  demonstrate  the  calculations. 

Three  FTE  are  authorized  for  this  position  at  grade  8  step 
4.  One  FTE  is  used  between  the  beginning  of  the  fiscal  year 
to  the  pay  period  ending  date.  From  the  History  Screen,  we 
get  the  budgeted  and  expended  values. 

Budgeted  Expended 

Wages     =   45,833  3,386 

Long     =0  0 

Benefits  =   13,255  979 

Hours     =    6,240  480 

Benefit  Ratio  =  13,255  /  (45,833  +  0)  =  .2892 

Person  l  in  position  9001  terminated  on  12/28/90.  This  1  FTE 
is  a  grade  8  step  2  with  zero  longevity  increments.  Person  1 
accumulated  10  hours  of  annual  leave  and  100  hours  of  sick 
leave  up  to  the  pay  period  ending  date. 

Hours  between  Beginning  FY  and  Termination  Date  =  104  0  hours 
Total  wages  needs  =  1040  hours  X  7.055  per  hour  =  $7,337 
Total  Benefit  needs  =  $7,337  X  .2892 (benefit  ratio)  =  $2,122 

Period  between  Pay  Period  Ending  Date  and  Termination  Date; 
Hours  Needed:  560 

Payout : 

Sick  Leave: 

7  pay  periods  X  3.69  per  pay  period  =  25.83  hours 

+  Pay  Period  Ending  Accumulated  Sick  =  100.00  hours 

Total  Sick  Leave  =  125.83  hours 

X  Pay  out  %  = j,25 

Payout   Hours   =  31.46   hours 

X  Pay  Rate  =  7.055   per   hr. 


Sick  Leave   $   =   $221.95 
Annual   Leave: 

7  pay  periods  X  4.62  per  pay  period     =        32.34  hours 
+   Pay   Period  Ending  Accum.    Annual   Leave=        10.00   hours 

Total  Annual   Leave  =        42.34   hours 

X  Pay  Rate  =  7.055   per  hr 

Annual  Leave   $   =   $298.71 

DOLLARS  HOURS 

Wages    =    221.95    +    298.71   =    $521  Sick   =    31.46 

Benefits    =    521    X    .2892      =    S151  Annual    =    42.34 

Total   Payout:                          $   =   $672  Hours   =   73.80 

Hours  Saved:    (Termination  date  to  FYE)    =  1040 
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Person  2  in  position  9001  starts  full-time  work  on  12/17/90 
at  grade  8  step  1  with  zero  longevity  increments. 

Period  between  start  date  (12/17/90)  and  Fiscal  Year  End. 
Hours  Needed:  1120 

Total  Wage  Needs:  1120  hours  X  6.552  per  hour  =  $7,338 
Total  Benefit  Needs:  $7,338.24  X  .2892         =  $2,122 

Hours  Saved  Between  Pay  Period  Ending  and  Start  Date  =  480 


Unused  FTE  -  One  FTE  remains  vacant  all  fiscal  year  grade  8 
step  4 . 

Hours  from  beginning  FY  to  Pay  Period  Ending  =  480  History 
Hours  from  Pay  Period  Ending  to  FYE =  1600  Change 


Total  Unused  Hours 


=  2080 


Person  1: 

Person  2: 

Vacant  FTE: 

TOTAL 
WAGES 

TOTAL 
LONG 

TOTAL 

BENEFIT 

FREED 
HOURS 

PAYOUT 
DOLLARS 

PAYOUT 
HOURS 

+ 
+ 

$7,337 
$7,338 

0 
0 

$2,122 
$2,122 

1040 

480 

1600 

$672 

74 

Total  Needs: 
Budaeted: 

$14,675 
45,833 

0 

0 

$4,244 
13.255 

3,120 
6,240 

$672 

74 

CHANGE  IN: -$31, 158 


0   -$9,011   -3,120 


$672 


74 


WAGES    LONG   BENEFITS 
Total  Needs:  $14,675     0   $4,244 
+  Payout; 521 0 151 


306  Info.:  $15,196 


$4,395 


The  following  fields  must  be  filled  in:  ACT;  WAGES;  LONG; 
BENEFITS;  HOURS  FREED;  PAYOUT  DOLLARS;  3  06  INFORMATION 
(wages,  long,  benefits) .  All  other  fields  are  optional.  The 
following  page  demonstrates  how  the  Change  Screen  looks  with 
these  changes. 
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4.7  Overtime  and  Differential 

You  discovered  the  need  for  an  additional  $5,000  of  overtime 
and  $1,000  differential.  The  Summary  Screen  allows  you  to 
input  these  figures.  The  following  screen  demonstrates  how 
the  Summary  Screen  looks  with  this  addition. 
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CONSOLIDATED  MANPOWER  ESTIMATING  SYSTEM 
DATE:   09/28/90                SUWIARY  REPORT 
TIME:   10/52  AM        Control  Variable:   11111 

FY  Beginning:  07/01/90 

FY  Ending:  06/30/90 

Pay  Period:  07/27/90 

PROJECTED  CHANGES 

PROJECTED  RESULTS 

PROJECTED  FREE  HOURS 

Change  Screen:    (18,500) 
Payout: 
Overtime:      5,000 
Differential:      1,000 
Other: 

Total:    (12,500) 

Comments: 

9-OCT-90  07:53  AM 

Unallocated  Salaries:  (6,508) 
Budget  Over/Under  run: 
Total  Proj.  Changes:  12,500 

PROJECTED  UNALLOCATED:   5,992 

Unallocated:    -1927 
Change:     1992 

Sub-Total:      65 
Payout: 

Total:      65 

MM 

NOTES: 
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ATTACHMENT  A 
Printouts 


CONSOLIDATED  MANPOWER  ESTIMATING  SYSTEM 
DATE:     H/13/90  SUMMARY  REPORT 

TIME:     10:16  AM  Control  Variable:    11111 


FY  Beginning:  07/01/90 

FY  Ending:  06/30/91 

Pay  Period:  09/21/90 


PROJECTED  CHANGES 


PROJECTED  RESULTS 
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Total: 
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Budget  Over/Under  Run:     2,431 
Total  Proj .  Changes:     4,270 
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ATTACHMENT  B 
Code  Tables 


ERROR  CODES 


1.  The  status  of  a  position  is  filled  without  a  person. 

2.  The  person  is  in  zero  default. 

3.  Accumulated  annual  leave,  sick  time  and  FLSA  comp  time 
are  missing  for  the  person. 


ACTION  CODES 


A.  Aggregate  position  adjustment. 

B.  Terminate  and  refill  a  position. 

C.  No  payout  termination  &  refill  a  position. 

D.  Double  fill  a  position. 
F.  Fill  a  vacant  position. 
N.  No  payout  termination. 
R.  Reclassify  a  position. 
T.  Terminate  a  person. 


WHY  VACANT  CODES 


A.  Position  to  be  filled  pending  advertising  and  selection 
process. 

B.  Position  to  be  filled  to  meet  seasonal  needs. 

C.  Position  or  FTE  to  be  transferred. 

D.  Position  to  be  reclassified. 

E.  Position  vacant  to  achieve  vacancy  savings. 

F.  Position  vacant  to  make  up  retirement  pay. 

G.  Position  vacant  due  to  project  delays. 

H.  Position  vacant  due  to  reduction  in  work. 


ATTACHMENT  C 
PPP  306  Form 


VM£-^> 
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S 

99002    Longevity 

S 

99001     Overtime 

S 

hrs 

99005    Differential 

S 

hrs 

99006    Holiday  Worked 

$ 

hrs 

I 

650 

AGENCY; 
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